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position class incATiori guide 
fo& 

DEPUTIES, ASSISTANTS , AND RELATED POSITIOHS 


I . In t roduction . 

This guide covers principles end concepts to be followed in General 
Services Administration in the evaluation of Class! ficauion Act posi- 
tions of deputy, assistant, assistant to, and special Assistant. 

Based on overall uanagercent considerations, GSA has established the 
practice of folding deputy end assistant positions to a minimum. The 
GSA Organization Manual, QFA P 5W0.I, 1 - 12 , indicates case of these 
considerations e.s follov 3 : "Unless there Is a derjonot rated need for 
deputy cud assistant type positions and they are properly utilized, 
such positions tend to con face lines of c cf eauni’cc.t i ocs , prevent naxi- 
nam decentralization of authority and responsibility, add unnecessarily 
to the number of organizational echelons or cdrAnictrative levels, 
impede dry-to-day operations, end increase costs." 

• 

Because of the vurir.tions in the duties end responsibilities of assistant 
and related positions, specific grade level criteria ere not provided 
in this guide. The major groupings of ouch positions and applicable 
evaluation considerations ere discussed beloxr. References to specific 
Civil Service Comrleoion position classification standards are included, 
as appropriate . 


II . Derraties end Full Assistants. ' 

— *" v • - 1 ■ -- 1 1 1 1 11 m m 1 - i 11 — l -nr r - — 

A. Coverage and Exclus ions. . 

The tern deputy or assistant, os used In this guide, designates a 
position which is second in the line of CGur/ind, shares fully with the 
head of the organizational entity in carrying out all phases of the 
work of the organization, and acts in the absence of the head of the 
organization vith full responsibility for the work of that official. 

In GSA, the torn deputy ( e .3 . , Deputy Director and Deputy Regional 
Director) is ordinarily used at the division level end above end the 
tern assistant (e.3., Assistant Chief, Assistant Euillings I-isnager, 
or Assistant Depot I.'.nagcr) is noinally used at the branch or lover 
levels. This distinction between deputy end assistant is rarely a 
titling practice end has no classification {significance. 

Certain GSA positions with the title of assistant are excluded from 
coverage by this guide . The excluded positions are those key posi- 
tions which have the principal responsibility for planning, directing, 
end coordinating one or reere raj or programs, e.g., positions of 
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Afisintftiit Commissioner, Aooifltoiit Archivist, and Assistant General 
Counsel. These positions- do not serve in the normal "full asBiotruit" 
relationship, but are in re upon nib la charge of r.noigned progrtns. vhich 
constitute only a portion of the programs for which th^Ir superiors 
era responsible. These pooitionc should bo evaluated, t'3 are other 
progren rmmeger positions, on tbo basis of responsibility for the 
assigned pro grraa. 

Also excluded fro:a this guide are positions vhich yore, not assistants 
in en organizational ccnoc but vhich hnv4 the word’ "ao 3 latent" as a 
part of the class title in lieu of such iernlnolog r an officer, analyst, 
or specialist, Included in this category ore positions cuch as Admin- 
istrative Assistant, I'anegarent Aseistcnt, end Proairersc-nt Ansiotent. 

Such positions do not have the direct relationship of full participation 
with a superior position vbich is cberacterietic of positions covered 
by this guide. Accordingly, ouch positions, are evaluated on the bagis 
of the duties a>:d responsibilities assigned and tin standards, guides, 
and evaluation techniques expropriate for' the occupation. 

B. hlonflgguont Criteria . 

# * 

Frcca a EisnagCEsnt viewpoint, criteria have been established for 
application in tire establishment or contiination of deputy end assistant 
positions in GSA. The go criteria (GSA Organization I'aminl, l-12a thru d) 
provide the following r. lull am requirements for the establishment or 
continuation of such positions: 

"A deputy or full assistant position xrsy be established when the volume 
and nature of the principal's vork is each that it cc-rmot be accomplished 
by one person. In addition, the vork cm bo divided to occupy two posi- 
tions cub start i ally full-tire after rhuisrou do Legations of authority to 
lover levels have been ncco: plished. The deputy or full assistant is a 
responsible line officer who participates with the principal in currying 
out the fu ll range -- oT terra ? cement rasponcibiiities^n d acts with fuJ. “ 
a uthority^ over the total work of the organ! art ion during the principal 's 
'absen ce or ivjavailobllity. no quot bo in full charg e of ons or a combi- 
nation oF the" f piloting : ' 


(1) Total -.rork of one or tore cGgmoiita or vork locations; 

(2) Boy-to-day operations; 

(3) Planning, developmental, or special eerdgrsaent work ; or 

( 4 ) Training, Uric on, or technical assistance vork." 

Unless the above ilnlrrirn requirements are ret, a written justification 
must be provided and approved for the estcbllshncnt or continuation of 
a deputy or assistant position. For example, the need of the position 
for training purposes (not necessarily for the position of the principal) 
ray be considered as adequate justification. As another example. 
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adequate Justification may exist where on organization is new or 
expanding, a, premium is placed on getting underway, end additional 
top level assistance is neod;d for on extended period, e.g., for 
more than a year. 

C. Evaluation . 

1. Evaluation Principles in CSC Standards . The general policy 
of the Civil" "Service Coluioaion is not to cover deputy, or assistant 
positions in its published standards; hovever, references in a number 
of CSC standards establish the general principles to be followed in 
the evaluation of such positions. Tbcso principles provide, os a 
general rule, for the classification of a full assistant position at 
one grade lover then the principal position, (for tvo-grade interval 
positions, the professional grade concept, i.e., GS-5, It 9> 

13, etc., is used) In applying the general rule, determinations must 
be i cr.de as to the proper evaluation of the principal position and the 
basis for that evaluation, the exact role of the assistant in carrying 
out the responsibilities of the principal, and the extent to vaich the 
seke* factors vhich serve as the basis for the evaluation oi the prin- 
cipal position also apply to the assistant. • These principles ere 
outlined In the following standards: 


a. Guide for Aon r si cal of Scien tific Posi tions J*SS222*J2E. 
CS-l6 , it, e nd l87 A pril XsS^Tv ^W* ^ positions crach c.s- deputies, 
special assi stunts , coordino.tors , advisors, end nonage rs of funcoicn^l 
eogEents of programs (c.g., quality control) who provide specialized 
support and assistance to pregrea directors, the cuxhority and r *-sp-a 
bility need to be considered in terms of both the level of r 02 ponci.bi._Uy 
of the program director c.nd the role of the assistant in dischirg-ug 
that responsibility." 

b. Supervisory Grrdo -Evaluatio n Gtiide, Fart I, ^ Februnry_19£^/ 

' pome 2. "The factor cad'elca-ent values aSTgrade conversion table in ^ 

t&Vpart ore not geared to the direct evaluation of assistant cnief 
tyoa positions. Such positions rosy be classified da relation to tin, 
position of the ’chief’, or supervisor of the unit. Ordinarily, 
the ’assistant chief’ is a full assistant to the chief, occupies a 
position in the direct supervisory line, and shores isx, end aE ^ 3 s 
the chief with respect to, all phases of the unit s vork, the assist 
chief position vill be one grade lower than that of the chief . 

c. Supervisory Grade -Eval uation Guide, Part.H;, Jhbruary_r9i2^ 
na^e 29. Part H of the 'Guide provides cs on exclusion: AssUwanc 

positions. As in Port I, the materiel in Pert II is nc get-r- 
to the direct evaluation of ouch positions. It is always necessary, 
though, to consider the appropriate grade of the unit chief s position 
(end the basis for that grade) in evaluating on assistant chief position. 
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d. Personnel Admini strat i on SerleB, 03-201, Part I j 
pfl^e 35 '"The* grede of an assistant personnel officer is to be derived 
^‘W^rlcon with the grade of the personnel officer vica he assists 
aod in consideration of tbs degree to which he participates in pln.anj.ng 
ruid directing the personnel progrem. A full fiseiotont v,±looc partici- 
pation extends to all phases of the personnel program, will typically 
he classified one grade below the grade appropriate for the personnel 
officer. When the personnel officer’s grade is based on a La yel 3 
character of program operation, the onc-gredo differential vill 
only if there is evidence that the aasieient personnel officer has 
made a significant contribution to such a level of operation. 

"The position of a limited assistant will typically ho two gredes helov 
the grade of the personnel ofilcer." 

e. Budget Administration Scries , ,(rS -5^0^ l une . 

"Deputy or assi^^n^cl^olTicer po^itlWa ubiSTSE^ responsibility 
for the total budgetary affairs of the ox-genii', at ion served should be 
classified at the next lover grade to that which would normally he 
assigned to the budget officer, (it would be a rare circumstance that 
the budgetary program of the OS -11 budget officer could warrant a full- 
time deputy or assistant to share the total responsibility. Ifsuch^a 
• position docs exist^ cl assification to the 03-9 jgvgl rather than G o-IQ 
is usua lly proper. )" 

f. Surmly Progra-aMigfyt^ent S eries, GS- 500 .3? £H£lJLg72, 

■DS£ce 3. "The standard’ docs not specifically cover positic na of arsis. ant 
mroply management officers. However, criteria described in the guide 
can be applied to the assistant or deputy position, with adjustment as 
necessary in measuring the degree to which the assistant or ueputy 
participates in the full range of work of the Bsas&r. A full assistant, 
whose participation extends to all phases of the cupply program, will 
typically be classified one grede below the grades appropriate for the 
supply nanrseesnt officer. However, this should not be a mechanical 
determination. In each situation the actual relationship between th~ 
two positions and the extent of the asaictcnt'o or deputy a authority 
must he considered in determining the appropriate grede for the position. 

2. App lication of the Evaluation Principles . In evaluating a 
deputy or assistant position, the classifier roust assure himself of 
the proper classification of the principal position, l.e.,’the position 
of the chief, director, manager, or supervisor with whom the assistant 
shares responsibility. TMs will involve evaluating, or confirming 
the evaluation of, the principal position in accordance with appro- 
priate position classification standards or guides such as the Super- 
visory Grade -Evaluation Guide. With possibly one exception, the grade 
of the principal position vill not be affected by the presence or 
absence of an assistant position. The principal position is credited 
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with responsibility for all of the work assigned to Mg unit end this 
is not changed by setting up a position of assistant or by cbolluhlng 
such a position. In the situation where the establishment of an 
ascistont position frees tha supervisor' to perform higher level duties 
which he would otherwise have no tine to perform, the ostablichr-ent or 
abolishment -of the assistant position could hove a grc.de inpact on the 
principal position. \ 

Normally , the grade of the full assistant position is one grade below 
that of the principal position; however, the grade of the assistant 
should not ba fixed autcrjaticjOJy at this level. Full consideration 
must he given to the basis on which the principal position is classified 
end the extent to which the sene considerations also apply to the 
assistant position. In thi3 connection, a vary careful analysis should 
he made of the ns si stent position when the principal position has been 
placed in a higher grade on the basis of such bone 1 do rat ions as the 
impact of the men on the job," individual duties end responsibilities 
which are of a higher grade level than the eup-arvisory duties and 
responsibilities, end working under "general administrative supervision" 
rather than "general technical GuporviBicai " 

an establishing the one-grade differential botween the principal position 
atid the assistant position, the normal pattern of one-grade interval or 
two-grade interval work should be followed. Specifically, in, two -grade 
interval situations, the normal grade pattern would be G3-5, GS-7, GS-9, 
GS-11, GS-12, GS-13, etc. Therefore, if the principal position is in 
grade GS-11 in a two-grade interval situation, G3-9 would normally be 
considered the appropriate grade for a full c r si stent. . However, where 
special strengthening features in tha assistant position and relation- 
ships between that position and other positions in the organisation 
support such action from a classification standpoint, the assistant 
position may he classified in GS-10. Before classifying the position 
to GS-10, the classifier should assure himself that this does not cause 
inconsistency with CSC standards or with tha classifications of similar 
positions. 


Application of the one-grade differential between the principal and the 
assistant position may place the assistant' in the same grade level os 
subordinate unit chief positions or working level positions. Ibis will 
occur in situations where there is no ihten.redio.to grade level to accom- 
modate the assistant position or whore an intermediate grc.de level is 
available (e.g., GS-10 in the above example ) but is not appropriate 
based on valid evaluation considerations. 
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III. Assistants to and Special Assi stan ts. 

» 

A. Coverage. 

I 

Assistants to and Special Assistants vary considerably in their 
makeup. Such positions differ from deputies end full assistants covered 
under "II, " above, in that they provide staff assistance to the principal 
position rather than participation with that position in the direct line 
management end supervision of the vork of the organization. 

Assistants to or special assistants may he concerned with restricted 
areas of their supervisor's overall responsibility, or with all areas. 

In the latter case, they may be difficult to distinguish from deputy 
or assistant positions, since they ray he responsible for reviewing 
vork in each area, developing or recarrending procedures, or advising 
the supervisor on courses of action to take. 

B. Management Criteria . 

The management criteria for the establishment or continuation of 
on assistant to or special assistant position (G3A Organization Manual, 
l-12e) are as follows: "An assistant to or special assistant position 
may be established or continued when the volume and nature of the 
principal's vork is such that it cannot be ecccaplished by one person 
and the principal does not desire or already has a deputy or full 
assistant. Substantially full-time assistance of a staff nature is 
needed for activities that arc not appropriate for delegation to lover 
levels. Duties .that could be delegated and do not require exercise of 
authority over operating elements may be assigned only as necessary to 
assure full-time performance for the caoicrtant to or special assistant. 
Responsibility end authority shall be clearly defined. Authority shall 
be limited to the following: 

(1) Review of material prepared by subordinate a of the principal; 

( 2 ) Rejection of unsatisfactory submissions; and 

(3) Preparation of recorrmniations for approval of the principal." 

From the management viewpoint, the following types of assignments are 
considered appropriate for assistant to end special assistant positions: 

"1. Coordination of substantive areas to assure good ccmreunications 

2. Technical research and preparation of reports; 

3. Analysis of information, appraisal of results obtained, and 
identification of unsatisfactory results; 

4. Planning research, evaluation, sad development; 

5. Relations with public, unions, end other agencies; 

6. Performance of a complex or highly technical function requiring 
specialized assistance; 


/ 
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7, Special assignments,’ ouch an problem solving nod trouble 

shooting; or , 

8. Ccabination of the above." (GSA Organization Manual, 1-l^r/. 

C. Evaluation . 

1. Coverage in CSC Standordo . Assistant to and special assistant 
positions, os defined in the criteria contained in the GSA Organization 
Kisnual, are staff type positions. Staff positions are evaluated on the 
■basis of the specific duties and recponsibiiiticB assigned, using the 
appropriate position classification standai'ds for the work performed. 
Depending upon the duties end responsibilities assigned, ouch staff 
positions acy be of the sate grade level as, or at a lower grade level 
than, a line position of full deputy or assistant. 

A number of the current position classification standards provide criteria 
for the evaluation of staff type positions allocable to the particular 
series covered by the standard. These standards are also useful for 
caiporative purposes in the evaluation of staff type positions in o. r 
series for which there are no directly applicable standards and in 
drawing relationships between staff a?id operational positions. Other 
standards cover work which may constitute segnsatCs) of the work of a 
staff position. Current standards which rcey be useful in the evaluation 
of staff positions include the following: 

a. Personnel Adraini strati o n Scrie s, GS-201, Part 11 , 

This standard Aea cribs s’ staff typo per eonnejTpooit ions concerned with 
program evaluation coed program development at grades GS-7 through GS-13. 
(in the same standard, operations positions rre described at GS-7 t wrong h 
GS-12.) The standard distinguishes between grade levels on the basis of 
(1) complexity and difficulty of the technical, personnel problems dealt 
with, as reflected by organization chorocterd sties, Job characteristics, 
and nature of guides; (2) ::~.nc gor.ent advisory Eervico functions; (3) ^ 

nature of supervision received; (4) authority; and ( 5 ) personal contacts. 

b. Maoaaenan t Analysis Series, GS- 3^3 , Feb ruary .Vflj . The 
standard for this occupation,' which dcscrTboo positions e.t grades GS-; 
through 15 , is frequently used for comparative purpcceo in evaluating 
other kinds of positions or portions of positions. In using the 
stan dar d for such purposes a very careful analysis is required to 
assure that the criteria ana specific examples it contains are con- 
sidered in their proper context. Essentially, lianagement Analysts are 
concerned with the improvement of Eanager«nt end solution of management 
problems. The work of such positions acquires a high order of analytics-. 
nbility tuid a ccoprehensive knowledge of the theories, functions (And 
techniques of management. Properly utilized, this standard can be quite 
helpful in evaluating eoaie of the assignments and projects of special 
assistants. 
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Technical Wri ting and EclltiEg Scric fl, 0S- T(>B3/ Ap rlI~l 'ftT»5~. These 
standards describe editing ond writing positions at grcdcn G3-5 through 
12. The fitciidnrdo arc useful in ovnlunting cpcoch-vriting and similar 
aooignxmtB of com opoclcO. assistant positions. 

d. Property Disposal Series, GS-UOU , June I 97 O . Thin 
standard describes staff type poo i tiong at '" t'S.s G3-9 through GS-13 levels. 
Such positions are concerned vith inspections of disposal programs , 
provision of instructions end interpretations to rubordinate organi- 
zations, non! to ring of dicpocal progrcn3 , providix g of expert advice, 
reviewing and leaking decisions on appeals, and other staff activities. 

2. Ap plication of Standa rds. The treatment of staff positions 
in CSC standards, ~suc]i as those listed above, and in other CSC issuances 
present several basic concepts for consideration in the evaluation of 
staff positions, including assistant to and special assistant positiona. 
Specifically: 

tt * Staff Versus Op era tional Pos itions. The assignment of 
staff duties does not neccssariSy place a position at a higher grade 
than on operations position in the seme occupation. Both staff and 
operations positions arc found at the lover and intermediate grade 
levels; however, the upper grad® range of staff positions is frequently 
higher than that of operations positiona because of the greater potential, 
for more responsible assignments. 

b. Ex perts and Consultants . Some positions (staff as well as 
operational) serve as experts or consultants within assigned areas. There 
arc no standard grades for this type of work. Sene of tha principal 
considerations in evaluating an expert or consultant position fire : 

(1) The breadth of the area of specialization or expertise. 
Other things being equal, an increase in breadth means, a higher-level 
position. TIub, the export on construction equipment has a stronger 
position than the expert on power shovels; the expert on telephone ccn- 
E&mications, systems has a stronger position than the export on telephone 
switchboards . The broader the area, the greater is the knowledge re- 
quired of basically related, but different, subject. 

(2) The intensity of the specialization. This means depth, 
not narrowness. Intense specialization involves a proportiqnately higher 
knowledge of related subjects. Thus, the expert on nuclear physics my 
very veil have a better position than an expert on physics. The special- 
ization may be narrow but intense, and thus outveight a vide area 
specialization of relatively little intensity. 
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( 3 ) Tli'? organization level. The higher the level for 
vblch the individual in on cohort, the stronger the position. Other 
things being equal, the export for the agency boo 0. stronger position 
then the export for a corvico or a regional office, the export for a 
corvlco has a stranger position tlimn the export for a division. 

Konntins the organizational scale in export or consultant vork uvaally 
tzseng cn increase in ccfrdLtrsent authority for the pocition. 

One of the essential steps in the evaluation process is the identification 
of the export or conoultcnt. The fact that a position 1g the otdy ore 
in ike e stnbli abrent does not rrutcoat i c ally characterize the incumbent 
as an export in that type of verk. The solo r.drnogrc-ph oporr.tor in an 
office in not r .ut cm t i c 0 .Uy cn export in irhvaogrcpl vork.; the cole 
chord. et in a laboratory io not luitauaticcdLly c.n expert In cbmoiEtry or 
in cbxaical analysis. There mst ho evidence that the employee vorks 
vith almost couplet© irdoxvrLdon.ee of action, has hroci ccu/rdt-ont 
authority, end io called upon to do nuch tfcirga no: 

(1) Give advice to other individualo. or units; 

(2) Represent the orgerd cation in dohlir-gu vith other orgeni- 
. zertioruj, other cgoaeics, or the Control Office; 

3) Serve on cazeittees studying problems in his field; 

Testify before cczaittoes; 

( 5 ) Present peters bo fora pea hie or private associations; end 
6 ) Anover oral or vritton inquiries directed to kin boccuce 
be io recognized as tin expert in his lie Id. 

Recognition of the ineuzkent 03 ea export hy others io important. It is 
essential that the evidence of fmch recognition he documented e.nd readily 
available cn backup material for the position ck; script ion, e.g., doenraents 
dosroantrr.tlrg or referring to the "expert" status of the employes, in- 
stances of "expert” vork done, etc. Ifithout ouch material, it is 
difficult for the classifier to distinguish h stem on positions that axe 
expert end those vkich arc not. A great E.oay positions arc responsible 
In core capacity for tuivlalng other personnel and dealing vith other 
organi rations , but only a fov of these ore in fact "experts" in the 
sense in which this tors ia used in the Ccmireicn standards. 

Th a presence of leore than one expert in a epc-ciclination tends to nini- 
mize the export role and raltea a question about the validity of a 
preuitti grade for the export. While there met be a limitation on the 
rooiber of experts within a specialization, there can be rore then one 
in certain circurrrt maces i/itlsout a minimizing effect. One cruch situation 
vhich night support more than cue export mould be a large geographical 
area to be served. 

c. Orga nisation?.! location . A staff position, vhether or 
not it includes expert or coaoultest reeporuj, bill ties, ray be affected 
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by it* cu*gani zat ional location. For exeagilo, tbs position responsible 
for developing technical .procedures nt tha cgcncy level 1 b tvraally a 
stronger position than o:?e developing euc! proc jduroa at the regional 
office level; a position nt the regional offico level io utvc-Hy 
stronger than one at a depot or installation level. This result a 
froa euch factors as the inereonad scope cal inpact of doaiaions, the 
greater difficulty of coordination problems, aad, the higher end ccore 
responsible level of contacts. 

d. Review-nrs . Responsibility for the review of vork of 
other eijployoea io m hep orie nt part of scan special assistant or 
assistant to positions. Ha personnel Kanoger-ont booklet, Classifi- 
cation Principles end Policies, ic&uea by the Civil Service Ccc.-jission 
in Jur-e 15^3, page 44 , treats the review responsibility on follows: 

* 

"Reviewing the work of another is freejuontiy, but not always, a part 
of the cuporvisory process, In either event, its effects on the 
grade love la of the position of the roviswar eal of the position whose 
work is reviewed depend primarily on the Hied cas 1 purpose of the 
review cMa. 

• 

"In sorve. situations, tuck as preparing data for autcwntic processing, 
accuracy try be go ianjortent that one cceployoo double-checks the work 
of caotkar efc-jlcyee by repeating tia work prooooa of the first employee 
to be certain that the re cults are identical. Cuck ’ review 1 la not 
. considered to have ecidltior.nl claooifieatioa weight ciaoe both caplo'yeea 
utilise the GC.ne knowledges end skills cxd the aaraircjico of accuracy 
rests upon c.grctirjnt of result a rethar tfeaa a dccitxd upon the 'reviewer* 
for greater kncruledge, judgment, read accuracy. 

"On the other hand, where there is a responsibility for review which 
procures a greater Ino-w ledge rxd chill, end involves a responsibility 
for accepting, rejecting, or revising the work of c no tier cegaloyc-a 
(end in ressy ca&aa, instructing the orployua in bis work), the review 
bos greets r clrxcificatlon cignificr.uce . Forever, the actual gr ade - 
levol effect -(if any) of such review responsibility would d.Tpend on on 
evaluation of all the aspects of the job... 

"An iwgorteat consideration ia the relationship of the review to the 
element of principal value in the work. For exsnple, review of work 
the grade value of which is based on the invent ivonoc 3 or creativity 
required 2: ay be solely to assure confoxssance with doer, simple 
policy end say have no g filet at all on the grade vclna of the work. 

In fact, the grade value of such a review j:.y be lees than the grade 
value of the creative work it coif." 

©• Sur: aaiy . There io no sinple rxtbod for dote mining the 
grade of a special assistant or ex si stoat to position. The complete 
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nnalyeis and evaluation procedi re mot be folldvad. This inelndea 
breaking the poo it Ion Into rncnlngful, i<3cntific:b3.a clcvonta; dflter- 
pi n i n g the individual worth of or.cb of tin olLcr.ontg or of ccrh ico.t i axis 
of elct-ntB through c.nprcprir.tQ cavparioonu vith atcnSnr&s, guidea, 
end precedent clrujoiflcationaj red finally rovoroing the process to 
look at the position os a vholo in ardor to dotorrd.no its fall worth 
through consideration of ita ultimata z~jf£ocv, plrca in tho organi- 
zation, end ralcitiouskipa to oti ir positions with cqurl, giroo-tor, or 
Iona rocponoibilitiea. , 

\ 

\ 

IV . Fonition3 vith Roanomibillty for "Acting in the Absenc e of. " 

A. General Enla . 

So cat positions havo reoponGibility for "taking avar" in the' 
ebeonce of the supervisor. EbirrOly, thio e 3 .Hticr.v 3 l responsibility 
trill not effect tho grc&j of tha paniticn oisica tho escisixsafe typi- 
cally h.aa nhrlcc-A limitations such ent 

1. The cubfrfcituting occupies only a relatively nr- t-d 1 proportion 
of tho incurhcnt * o tire , c »g. , 3D to 15 percent of tho tine, during 
tho annual end oick locvvo of tho superior; 

2. The substitute dooo not got into tho true adnini strati on of 
tha unit * s vork but io jsoro of a "lead." vrorkar; 

3* Ths rubotituto doaa not coke docicio-to involving policy or 
toko precedent catting actions; \ ' 

Tto next higher cuparvisar performs irray of the cuporlor ' s 
duties; rod 

5 • Decisions of cay ccncoquonca ara bald for tho superior’s 

return. 


B. Other Factors to be P oivgI flared. 

lectors that could strengthen such positions to the extant of 
supporting a higher grade ere; 

1. The cubotituto position nny bs borderline in grade without 
the substituting rocponsibility; 

2. Tha basic level of vork in the unit rr.y be close to the level 
of the supervisor but with rocn for an infcormfiinto grc.de, e.g., a 
GS-6 vorking lovol tnd a C3-8 cuparvicor; 
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3. Tbs eubntltuto rcy p^rticJ^to la vroorft plr.ttxir .3 u»4 cujvsr- 
vlBloa luot boiCr-a ml oftor tba cbc::neo of tba cuporvlcor or n^r 
porfora epscifOiiit wrJi or hr-aUo prolto cocoa I'oxxzUy oeooc^.oltad 
by tfca cajjorvlcarj cxl : 

If. Hieiiar lovol ranesaesnt t~y ccri cfieuE&u tto trapoxvlcor'o 
ktgkar lovwl eubloo la bio cbcaaco. 


\ 

\ 
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